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Introduction 

The purpose of this document is to assist with identifying employees that are in TDY status in a 

particular location in the event that a disaster has occurred.  This document provides step by step 

instructions on how to extract data from GovTrip in addition of sorting the data to identify personnel 

located in designated disaster areas. 
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Extracting GovTrip Data 

Log into GovTrip using eAuth userid and password.  Once the home page appears, select the reports tab 

and select “Other Reports.” 

 



 
 

5 
 

The Other Reports menu is displayed.  Select the Traveler Status Report. 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

6 
 

 

This report can be run by organization.  If the report is run at the GUSDA level and the option “Include 

Sub Organizations” is checked.  All USDA employees on TDY status will be reported. 

Select the Start and Ends that the user is inquiring about.  Generally a month range is encouraged.  

Select Generate CSV Report. 

 

Select open.  Once open, the user should save the excel spreadsheet to a designated drive/file. 
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Filtering GovTrip Data 

Column A and Row 2 are informational and should be deleted for sorting and filtering purposes. 
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Highlight the spreadsheet by clicking in the top left corner. (   ) 

Select the “Data” tab.  

Select and press filter. 
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In the Doc Name column, click on the arrow. 

Select “Text Filters” and  then “Contains” on the sub menu.   

Type the name of the city or cities where disaster has been declared.  In this example : Denver 
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In Doc Type column click on the filter arrow, select only AUTH.  This narrows the search down for active 

trips only. 
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On Departure Date column, only dates before tomorrow should be selected.  Click on drop down arrow, 

select Data Filters and Before. 
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The Custom Auto Filter box will appear.  Select tomorrow’s date. 
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On Return Date column, only dates of today or later should be selected.  Click on drop down arrow, 

select Data Filters and After. 
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The Custom Auto Filter box will appear.  Select today’s date. 
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Review the results and make sure there are no duplicate traveler names.  Once this is completed in the 

bottom left hand corner, the count of records indicates the number of travelers located in the disaster 

area. 

 

 


